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Action Steps & Key Points 

Steps to Dealing with an Employee Who's Frequently Absent: 

1. State the Problem and Organization Policy 

2. Ask for Feedback on the Problem 

3. Get Agreement That There Is a Problem 

4. Agree on an Action Plan and Get Commitment 

5. Follow Up 

Key Points When Dealing with an Employee Who's Frequently Absent: 

• Be prepared to provide documentation of the exact number of absences and the effect on others in the organization. 

• Ask for feedback and listen for possible solutions to the problem. Don't get involved in discussing personal problems. 

• Get agreement that frequent absences are a problem that needs resolving. 

• Be specific about the attendance you expect in the future and get the employees commitment. 

• Continue to monitor the employee's attendance and take further action if necessary. 


Special Note 

When working with employees, it is important to always treat them with respect and care. This is as important to their success as it is 
to yours. A job well done is as important to people today as it ever was, and part of your job as manager is to help your employee 
achieve that goal. In many cases, when employees don't complete their work appropriately, it is because they do not clearly understand 
what's expected of them. They have not received the necessary training or instruction to do their jobs correctly. 

This is where your role as a manager becomes so important. As a manager of employees, you need to fully understand what your 
organization expects from the people in your department. Once you understand those expectations, you must clearly and specifically 
communicate that information to your employees. If this occurs, you can expect and deserve to get consistently excellent work and 
behavior from your employees. But problems always occur, and you will undoubtedly need to attend to a few problem employees 
during your tenure as manager. When this happens, we invite you to review the graphics and work through the questions and answers 
prepared above. We feel certain these tools will help you provide consistently excellent direction for your employees. 
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